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Workday Resource Guide  

https://collabtools.sharepoint.com/sites/THG-LearnDev/SitePages/WorkdayTraining.aspx 
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Workday Go Live Checklist  
 

 

Ready for Workday? Aȅer September 15th, complete this checklist when you login to be set up for success. 

 
 Review Personal Information 

 
 Review Contact Information (Including email, address and phone number) 

 Go to Menu, then Personal Information, then Contact Information. 
 To update, click Edit, select the Pencil Icon, update your information and click Submit.  

 
Update Emergency Contacts 
 Go to Menu, then Personal Information, then Emergency Contacts.  
 To update, click Edit, select the Pencil Icon, update your information and click Submit.  

 

 Add In Your Absence (Time OƯ) Requests for Hourly Workers 
 

Your requested and approved absence requests will not automatically carry over to Workday. 
Please enter them on Day 1.  
 Go to Menu, then Absence, then Request Absence. 
 Check your available balances by checking balances. To see what you will have in a future date, 

update the date in the Balance as Of field.  
 Click the day(s) you want off, then the orange Request Absence button.  
 Enter the Type of Time Off and click Next.  
 Review your request and click Submit. It will route to your manager for approval. You will 

receive a notification when it is approved, denied or sent back.  
 

 Check (Clock) In and Out for Hourly Workers 
 

 Check In: Go to Menu, then Time, then Check In. The Check In button is also on the Workday 
Home Page Quick Tasks. The system defaults to regular hours and your primary work location. 
If this is correct. Click OK.  

 Check Out: Go to Menu, then Time, then Check Out. The Check Out button is also on the 
Workday Home Page Quick Tasks. The system defaults to regular hours and your primary work 
location. If this is correct. Click OK.  

 Submit Your Time at the end of each week. Go to Menu, then Time, then This Week. Click 
Review, review your hours and click Submit. If you miss a punch, contact your timekeeper, 
supervisor or manager to correct it.  

 

Go Live Checklist 
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Dormakaba Time Clock 
 Swipe your badge or enter your badge number and click OK. For those without a badge enter 

your Workday ID (your current employee ID with a 1 in the front). For Monument Texas, use your 
fingerprint on the biometric reading scanner.  

 Select your clock type (Clock in, Clock Out, Meal Start, Meal Stop), then click OK.  
 Submit Your Time in Workday at the end of each week. Go to Menu, then Time, then This 

Week. Click Review, review your hours and click Submit.  
 If you miss a punch, contact your timekeeper, supervisor or manager to correct it.  

 

 Approve Time and Absence For Managers of Hourly Workers 
 

Approve Timecards 
 Go to My Tasks on the homepage to review the time entries for approval. You’ll receive an 

individual notification when a worker submits their timecard.  
 Review the time entries for each day and the weekly summary.   
 To approve the submitted time, click Approve. 
 Once you approve a worker’s time and see the confirmation message, the information has been 

sent to payroll for processing.   
 

Correct or Add a Missed Time Entry  
 Go to Menu, then Team Time and Absence, then Enter Time for Worker. 
 Enter in worker name, the date of the correction and click OK. 
 The employee’s timecard displays. Click the Actions button. To add or correct time worked, 

select Enter Time.  
 Select the day of the week to edit. Add the missed Clock In and Clock Out information. For 

multiple time entries on a single day, click the + button to add time and/or click the – button to 
remove an incorrect entry. Click the OK button. The time has been recorded on the timecard.  

 
Approve, Send Back or Deny Time Off Requests 
 When employees submit a Time Off Request, the Absence Request notification will appear in 

your Awaiting Your Action section on the homepage.  Click on Absence Request.   
 To view the worker’s Time Off balances, click the View Balances button. This will provide 

balances to any Time Off plans the employee is eligible for.  If desired, add feedback/comments 
in the Comments box.  

 Click the Approve button. The employee will receive a notification that the request is 
approved and their Absence calendar will update. If you choose to Send Back or Deny the 
request, add your feedback in the Comments section so the employee understands why their 
request wasn’t approved.  To modify the request, click the Send Back button. The employee 
will receive a notification with your instructions to modify their request before submitting it for 
approval again. Click the Deny button if you are rejecting the request. This may be used if 
others are already taking time off during that timeframe, a high demand period, or the 
employee has resigned and is asking for time off during their notice period. 
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I. Login  

Choose How You  
Log In to Workday  
Workday can be accessed on site, while working remotely or 
through the mobile app. Here’s how to do each. 

 
 

Log In While On Network  
When you’re on the company network, follow these steps: 

1. Sign in to your work computer using your Microsoft credentials. (If you’re not sure what your credentials are, 
reach out to your leader or ITSS.) If you are using a kiosk, you may have to sign in to the kiosk first.  

2. Once signed in, click the Workday icon on your desktop. You’re all set! 

 

Log In While Off Network  
If you’re working remotely, you’ll follow the steps 
above with the additional step of using the Microsoft 
Authenticator app to verify your identity: 

1. Enter work email and network password. If you 
don’t have a work email account, use your employee 
ID number. 

2. Verify the identity code in the Authenticator 
App. Click the “Don’t show this again” box, and 
then Yes if it is on a personal device. Click “No” if 
on a shared device.   

3. If you need help with Microsoft Authenticator, 
review article KB0015003.  

 

 

Look for the Workday icon on your desktop or kiosk. Or use this URL to go 
to the Workday Log In: https://rebrand.ly/go-to-workday



 
 

Log In to the  

Workday Mobile App  
You can also log in to Workday using their                                                                                                                                                       
convenient mobile app. Just follow these steps to get started: 
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II. Where To Go For Help 
 

A. Who To Go To For Help 
 

 Contact your HR Department or 
 Employee Hub at EmployeeHub@thgrp.com or 800-303-0408 

 

B. How to Navigate Workday 
 

1. How to Navigate: Workday is really easy to use, and there are many ways to find what you need and what to 
do. Let’s cover how to find what you need by reviewing the menu, Workday Icon button, and Search bar.  

 

2. The Search Bar: In the center of the top bar, you’ll find the Search Bar. This helps you find exactly what you 
need. Just type in keywords and helpful links or articles will show up to help guide you. For example, type in 
“pay” for payment options or “benefits” for benefits information. 
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3. Tasks and Notifications 

 

 

4. Email Notifications 

 

 

 

 

 

 

 

 

C. The Help Center in Workday 
 

Knowledge articles are there to assist you with “how to” information on how to complete tasks.  To get to the Help 
Center: 

1. Go to Menu > Help, or 
2. Use keywords in the Search Box to bring up relevant knowledge articles 

 

 

 

 

 

 

 

You will receive an email when you get a Workday notification. With Workday, you can update 
your preferences to receive emails immediately (the default), or daily.   

1. Click the Profile Picture 
2. Click My Account 
3. Click Change Preferences 
4. Go to the Channel section 
5. The default frequency is 

Immediately. Click the box to 
change to Daily (do not use mute). 
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III. Personal Information 
 

A. Update Contact Information 
1. Let's cover how to update your personal information. When we go live, it is important that you check your 

personal information to ensure it's accurate. Click "Menu" at the top leȅhand side of the page, then "Personal 
Information.” 

 

 

 

 

 

 

2. Click Contact Information to view what is on file. To make a change, click Edit.   

 

 

 

 

 

 

3. To edit a specific piece of information, click the pencil icon, update the information, and then click the orange 
"Submit" button to save. 
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B. Update Profile Picture 
1. When we go live, you can update your profile picture! Click Menu, then Personal Information. 

 

2. Adjust Photo.  
3. Click OK.  
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IV. Time (Timecards) 
A. Your Role in Team and Time Management 
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B. View Your Schedule 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Click Menu. 2. Click Time. 

3. Click My Schedule.  4. You can now view the schedule.  
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C. Assign Schedules for Managers 
 

Each team member must have a schedule assigned in Workday. You can assign or change a schedule in Workday, 
selecting from a pre-populated list of schedules for hourly workers across the businesses. If the schedule you need to 
assign is not in the system, contact the Employee Hub at 800-303-0408 to add it. 

 

1. Click Menu and click Team Time and Absence.  

 

2. Click My Team’s Schedule and enter the Effective Date and my Worker. Click OK.  

  

3. Here you can view the schedules of your workers. To make a schedule change, click Add Event and Assign 
Work Schedule.  
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4. Enter the Worker Name, the Start Date and the schedule. If you need a schedule that is not listed, enter a 
ticket with Employee Hub at 800-303-0408.  
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D. Check In and Out 
 

 

1. Check In 

 

2. Check Out 
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E. Submit Timecard 
 

1. You can view your timecard at anytime using the Time app.  

 

2. You can also see when you have unsubmitted time in Timely Suggestions.  
 Time entries must be correct and submitted 

for approval at the end of your workweek or 
it could impact payroll. This ensures your 
paycheck is accurate and prevents delays 
with payroll processing.  

 Review daily time entries and the weekly 
summary to the right on the page. If it is 
correct, click the Review button.  

 If there are errors, your manger/supervisor 
will need to correct them. 

 

 

3. Click Review. Review hours and click Submit. 
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4. The request routes to your manager.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• The time block(s) will route to the manager’s inbox for 
approval.  

• The time block(s) will display “Submitted” until the 
manager approves. 

• Once approved, the time blocks will display 
“Approved.” 
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F. Managers Approve Timecards 
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Review who has submiƩed Ɵme with no issues. Click on their name to see their specific hours and carefully check for any 
discrepancies or errors. If you find any issues, you should address them before approving the Ɵmecards. For workers with 
no issues, you can proceed to approve their Ɵme via the “Approve” buƩon. This step confirms that their Ɵme entries are 
accurate and ready for payroll processing. Once you have approved Ɵmecards for all members of your team you will 
receive a confirmaƟon message indicaƟng that the Ɵmecards have been successfully approved.  

 

By following these steps, you can efficiently manage and approve your team's Ɵmecards, ensuring Ɵmely and accurate 
payment for everyone. Make sure to complete this process by the deadline to ensure Ɵmely payment for your team 
members. 

G. Managers Fix Timecard Issues 
 

1. Add / Fix Time Punches 
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2. UnsubmiƩed Time 
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V. Absence (Time Off) 
A. View Absence Calendar 
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B. Request Absence (Time Off) 
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C. Request Leave of Absence (LOA) 
Contact Employee Hub at 800-303-0408 
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D. Change / Cancel Time Off Request 
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E. Manager Approve Absence 
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F. Manager Enter Absence on Behalf of Hourly Worker 
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G. Manager Correct Absence for Hourly Worker  
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VI. Team Management and Delegation 
A. Position Management 
 

 

 

 

 

 

 

 

 

 

B. My Team Management 
Next, let’s see how you can view your team in Workday. Click on the Menu icon, then select "My Team Management." 
Here, you can see important information like who is on leave, and your org chart. 

 

 

 

Staffing Model is a structure that defines how positions and jobs are created and filled in a supervisory organization. At THG, jobs are used by 
Craƚworkers, and positions are used by the rest of the organization. These two staffing models allow THG to meet varying business needs 
rather than applying one staffing model that will not meet the needs of all teams or divisions.  
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C. My Org Chart 
The org chart shows the hierarchy of your team. Here and on the Team Management, you can select an employee’s 
name to get to their profile.  

 

D. Delegation 
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Get pay slips by clicking on Pay in the Menu app. 

Click on View to see more details, or Print to save a PDF. 

VI. Compensation (Pay and Tax Information) 
A. Payslips 
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B. W-2 Tax Documents 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click My Tax Document Click on the Tax year 
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C. Total Rewards 
This shows you a summary of all the pay and benefits you get from your job. It includes your salary, bonuses, and any 
other benefits. It's a great way to see the full value of what you earn. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Menu 

Click on View Details. 
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D. Payment Elections (Direct Deposit) 
Direct Deposit is called "Payment Elections" in Workday 

You can access your direct deposit information by first going to the “Menu” button. 

 

 

Then click “Pay”. 

 

 

Click Payment Elections 
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Under your accounts section, you can “Edit”, “Remove”, or “View” your direct deposit account information. 

 

 

Aȅer viewing or updating, click the orange “OK” button to save changes. 
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E. Manager Access Team Total Rewards 
 

To see your team’s total rewards, you’ll click on the main “Menu” boƩom at the top leŌ of your homepage. 

 

From there, click “My Team Management”. 

 

And then click a team member’s name from “My Team”. 

 

 

 

 

 

 

 

You can then access their “Compensation”. 
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Click “View Details” to see their total rewards.  

 

Reminder: only look at pay information for real work reasons and keep all employee data confidential. Misusing this 
information can lead disciplinary action. If you have any questions or need help, don't hesitate to ask.  
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F. Manager One Time Payments 
 

Sometimes you may need to make a one-time payment to employees. To do so from the Employee Record, you’ll click 
“Actions” and then “Compensation” to view all compensation actions that can be taken for an employee. Click 
“Request One-Time Payment.” 

 

Enter the effective date and then “OK”. 

 

Then click “Add”. 
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Choose the appropriate “One-Time Payment Plan” and “Scheduled Payment Date”. 

 

Type in the correct amount, ensure “USD” is the currency, and make sure “send to payroll” is checked. Then click 
“Submit”. This will send the payment request to the appropriate team member in payroll. 

 

 

 

 

 

 


